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* WeSuS«Co R EST FOR RECORD RETEITICN SCHEDL . | SCHEDULIE NO, .
A~949A To be submitted to the Records M~nagement Division Tev:
HR RM 1 Hall of Records Com:ission
Page No.3b
‘ I Requesting Agency ' 2 Division or Bureau of Requesting Agency
WASHINGTOR SUBURBAN SANITARY COMMISSION CASHIER'S OFFICE
3. Authorization Requested (Check only one of Uhe Squares Deiow)s
A B : C
_ Dispose of present { Establish retention sche~ Microfilm amd destroy
accumilation, No dule for records for which originals, Originals
additional accumulation there is a contimuing accumu=- not microfilmed would

is anticipated. Records lation. The records will cease be retained for the period
have ceased to have to have value to warrant their of time indicated,

valué to warrant reten- retention after the period of

tign. btime indicated.

y o 5. Description of Records - “ P. Recomendation
Itéem |Describe records .accurately., Include title, form number, | of hall of Re=~
No. purpose, size of documents, inclusive dates, quantity (cubic| cords and Board
or linear feet), and show recommended retention period, of Public Works.,

i ELLED CHECKS! WM%

The checks (63" x 33*) indicates the date, mumber, amount, -
m,mﬁﬂmwk. The voucher mmber and the check Recordr Commrtion
number Checks are listed in the check register,
reconciled monthly and sudited snmually, The Commission
has microfilnmed all checks issued by its offices; There
is occasional reference to the check file, The Commission

has kept all checks as a means of averting court actions,

. gince 1t can be sued, OChecks are classified in two groups,
adoinistrative and psyrolly, The sdministrative checks

13 cheok drawers (8 cubic fest in the Cashier's
nnltL Payroll checks occupy 118 check transfiles (26
cubic feet in the basement vauli), Period covered 1§ from
1918 to date, The checks are filed mmericklly according
to fund mmber, motmmummmwﬁ
Approximately 30 cuble feet will be disposed of upon
spproval of this schedule.

RECOMMENDATION: Mlicrofilm after audit and destroy
originals, Microfilnm coples to Le retained permanently,
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or purpose N
for which the voucher was drawn, Bach et of original (Lecondr Lorummuteon
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Schedule Authorized as Indicated in Disposal futhoriz ed as Indicated in
. Col. 6 by Hall of Records Comnission. Col. 6 by Board of Public Vorks.
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SCHEDULE NO._ _  §
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|6, Recommendation

‘of Hall Ree

. ‘HR-RM la ( (
W.S.8.C. REQUEST FOR RECORD RETENTION SCHEDULE
A-949B (Continuation Sheet)
‘ L ' 5. Descripton of Records
Ttem [Describe records accurately. Include title, form number,
No. urpose, size of documents, inclusive dates, quantity (cubic cords and Board

or linear feet), and show recommemded retention period.

of Public Works.




